CHRISTA Usar’'sManual

Establishing a Course Session
Verifying a Vendor

Verifying a
Vendor

Vendor
Information

It iscritical to check to seeif avendor isalready in CHRIS before
duplicating an entry. Search under different possibilities before you
conclude that the vendor is not there. For commonly used vendors
and vendor codes, such as USDA, refer to Appendix G.

National and multinational vendors may have numerous locations
with different contact points. The vendor is entered only once in the
Vendor Table. The different sites and contacts are reflected in the
Vendor Contact Table. If avendor is already entered into the
system, you may add additional contacts.

To verify that avendor isin CHRIS:

At the* Home" screen, click on “ Develop Workforce.”
Click on* Administer Training (GBL).”

Click on “Setup.”

Click on “ Vendor Table”
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The“ Vendor Table” screen is displayed.
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5. Click onthe“Search” button.
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A list of existing vendorsis displayed. Click “View All.”
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Scroll and check if the vendor you need ison the list.

Note:

Note:

Note:

Thislist isnot in aphabetical order. To seethelisting in
alphabetical order, enter a“ %" sign in the description field
and click on the “Search” button. Search for a vendor by
entering a name in the “ Description Field” and then click the
“Search” button.

When the scroll bar appears, more vendors are listed than
can be displayed on the screen.

There is a numeric code identified in the “ Vendor” column
that is associated with each vendor. It ison the left side of
thislisting. Aswith the facilities, this number is generated
by CHRIS when a vendor is added to the database. If you
use severa vendors regularly, make a reference guide so
you can simply key-in the vendor’s number.

Preferred Vendor

The user can also narrow the search to vendors containing a certain

Search Tips word within the name.
To obtain alist of vendors starting with a letter, type the letter in
the description field and click on “ Search.”
For example, typing “ M” will display all vendors beginning
with“M.”
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To obtain alist of vendors that contain a specific word in their
title, enter in the “ Description” field a“ %" sign (no quotes) and
the word. Click on the “Search” button.

For example, in the * Description” field, enter a“ %" sgnand
the acronym USDA, e.g., %USDA.. Vendors containing the
word “ USDA” within the name will display.

7.  Click on the appropriate vendor.

B E& an Fraim ok e | |
.. D[ A @ @I I o
Beck, Gip Apdmh Hem - Geach Femsies Hodpsy e Fimi Ed Peaes

At [B] Fp-richarmet rall dos g

B T

jame = Desk kp Wordorc = Adrinistar TRinnn. > Sqlun «Wader Takie e Wi s

| WandarFrafle et Vegdor ComlactPhona - Yardor Conkact iddhass

Vet it oo
“Vannde Kaini: Fitartic wanagement caner S Diasec: Le.x]

' -
Pty e Tipe [Etema weretor H T —
Arseibils Payaib Vs i Fodral Gt 591200520 F Sl Busiviss
W ki I F worman Gumed
LRIt

v (D Porkan o e | it inLict ) 1 Prawins Lt - LTH]

‘wendar Profle | Addpees | Merdor Conlect Phore | Mender ©onpect Add ress

] B bl =

The“ Vendor Table” is displayed.

Verify that thisis the CORRECT vendor/location by reviewing the
displayed information.

8. Click onthe“ Address’ tab and verify the information displayed.

9. Click onthe* Vendor Contact Phone” tab and verify the information
displayed.

10. Click onthe* Vendor Contact Address’ tab and verify the
information displayed.

Note: To add avendor, click onthe® Add” button and proceed to
step 5 in the Adding a Vendor section below.
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Adding a Vendor If the vendor for a course session is not found, it must be added to
the CHRIS “ Vendor Table.” Level 2 and 3 users can enter a new
vendor.

To add avendor to CHRIS:
At the “ Home” screen, click on “ Develop Workforce.”
Click on“ Administer Training (GBL).”
Click on “Setup.”
Click on“ Vendor Table.”
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The“ Vendor Table” screen is displayed.
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5. Click on“ Add aNew Vaue”
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The“ Vendor Table” screen is displayed with “ New” displayed in the
“Vendor ID” field.

6. Click onthe“ Add” button.
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The * Vendor Profile” screen is displayed.

7. Enter the vendor’s name at the “ Vendor Name’ field.
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8. Pressthe“Tab” key.
The cursor will move to the “Short Desc” field.

9.  Enter ashort description, up to 10 characters.
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10. Press“Tab” to move to the “Primary Vendor Type” field.
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11. Click onthe down arrow to display alist of vendor types.
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12. Click on the appropriate type.
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Pressthe “Tab” key.

Click in the “ Minority Owned” box if the business vendor is minority
owned. If it isadesignated small business, or woman owned, check
these boxes. More than one choice may be selected.

Pressthe “Tab” key.

Enter the vendor’s electronic banking ID #, at the “ Accounts Payable
Vendor ID” field or skip thisfield.

Pressthe “Tab” key.

Enter the vendor’ s Employee Identification Number (EIN), also
known as the Taxpayer |dentification, at the “Federal EIN” field.

Pressthe “Tab” key.
Enter the Web addressin the “ Web Address’ field.

Click on the“ Address’ Tab.
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Enter the business addresses.
Note: Pressthe“Tab” key to move among the fields.

A large box is provided for additional comments.

Vendor Comments

Use the “comments’ section to list other training areas the vendor
can provide.
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Entering Vendor
Contact
Information

The“ Vendor Contact Phone” screen is used to enter loca
representatives and their phone numbers.

Vendor contact information is added as follows:

Click on the “ Vendor Contact Phone” tab.
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The“ Vendor Contact Phone” screen is displayed.

Pressthe “Tab” key to move fromfield to field as you enter the
required information.

Click on the to add multiple contacts.

Adding a contact will automatically change the next contact number
to #2 and higher as contacts are added.

Tab to the “Phone Type” field.
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5.  Click onthe down arrow to display alist of phone types.
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6.  Select the appropriate type of phone.

7. Tabtothe“Phone Field.” The phone number convention is
code/prefix-suffix. For example: 423/555-5555.

Note: You can add rows for multiple phone numbers by inserting a
row, then clicking on the down arrow to identify the next
phone number type, and then tabbing to the “number” field
and entering the number.

8. Click onthe“ Vendor Contact Address’ tab.
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The“ Vendor Contact Address’ screen is displayed.

Pressthe “Tab” key to move fromfield to field as you enter the
required information, or click on abox by “Same Address as
Vendor.” The information will self-populate.

Click on the “Save’ icon.

Note: Once you have saved, CHRIS assigns the next sequential
number to the vendor. (See Vendor ID at the top of the

page.)
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